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[bookmark: FERS]
Retirement Plan:

Federal employees are covered by one of two retirement systems.  

If an employee was hired before 31 December 1983, they are covered under the Civil Service Retirement System (CSRS). 

An employee is covered under the Federal Employees Retirement System (FERS) if:

1) Hired on or after 1 January 1984,
2) Does not meet the 5-year test (rehired after a break in service of more than 365 days with less than 5 years of creditable service at date of last separation),
3) Elected FERS coverage during transfer opportunities,
4) Were excluded from CSRS, 
5) Rehired in a covered position after separation from a FERS position  

FERS Employees who are hired by the federal government on or after January 1, 2013 will pay more for their retirement benefits. The increase (2.3% across the board) will raise deductions for new regular employees from 0.8% to 3.1%, and deductions for new “special category” and Congressional employees from 1.3% to 3.6%.

Employees paying the new higher rate will be called FERS “Revised Annuity Employees,” or FERS-RAE.
[bookmark: _GoBack]
New employees include employees who are rehired with less than 5 years of creditable FERS service as of 12/31/2012. Employees with more than 5 years of creditable or potentially creditable service as of 12/31/2012 are exempt from the new FERS-RAE provisions and will remain under FERS at the old rates.


NOTE:  EMPLOYEE DOES NOT HAVE THE OPTION TO SELECT A RETIREMENT SYSTEM 

With the establishment of FERS on 1 January 1987, CSRS became a closed system.  FERS provides benefits from three different sources: a Basic Benefit Plan, Social Security, and the Thrift Savings Plan (TSP).  The three components work together to provide the employee with a strong financial foundation for their retirement years.  Under FERS, employees pay full Social Security taxes (7% of your gross annual pay) and a small contribution is made to the Basic Benefit Plan (approximately .080%).  Employees can contribute a tax-deferred amount to the Thrift Savings Plan while a portion is matched by the agency.  By law, there is a maximum amount that can be contributed to TSP.  Employees desiring to contribute to TSP can seek current information online at https://www.abc.army.mil.


[bookmark: SocSec]Social Security:                           		    http://www.ssa.gov

Social Security is an insurance program that provides retirement, survivors, and disability insurance benefits to retired and/or disabled employees, their dependents, and their survivors.  Employees, employers, and self-employed individuals finance the program through payroll taxes.  Eligibility for benefits varies based on the type of benefit, the age of the beneficiary, and the period of time the person has worked.

The Social Security Amendments of 1950 and later amendments provided Social Security coverage for some Federal employees, generally those employees not covered by a Federal retirement system.  Before 1 January 1984, most Federal employees covered by Social Security were employees with temporary appointments and employees with intermittent work schedules.  The Social Security Amendment of 1983 (Public Lay 98-21) extended Social Security coverage to all Federal employees hired after 31 December 1983.

Medicare:  		                                    http://www.medicare.gov

Medicare is a program of health insurance, which was established by the Social Security Amendment of 1965 (Public Law 89-97).  It is a Federal program that pays much of the health care cost of the eligible persons age 65 or older and certain disabled persons.  The hospital insurance program is employment related; the medical insurance program is not.  Prior to 1 January 1983, Medicare coverage was provided to only those Federal employees covered by Social Security.  Starting 1 January 1983, all Federal employees began paying the Medicare Payroll tax and thus were covered by Medicare.

[bookmark: Unemploycomp]Unemployment Compensation:                          http://dir.alabama.gov/uc

Since 1 January 1955, Federal civilian employees have had unemployment insurance protection.  To receive payment, a claimant must be unemployed from lack of work but be able and available for work.  State unemployment compensation laws and policies vary with regard to eligibility requirements, amount of payment, and duration of payments.



[bookmark: Post56]Post-56 Military Deposit and FERS Retirement:

If you performed active military service after 1956, a deposit to your retirement system may need to be made to receive retirement credit.  No interest will be charged if, a deposit for military service is made within two years after the date you first became employed. If the deposit is not completed in the two-year period, interest will be accessed one year after the two-year period.  If you are a FERS employee, the deposit is generally 3% of the base military pay you earned (plus interest) for the post-56 military service; for CSRS employee, the deposit is generally 7% the base pay (plus interest) you earned.

You must complete a RI 20-97, Estimated Earnings During Military Service, and mail it to the appropriate military finance center (see box below), with copies of your DD Forms 214. The completed form or letter showing the estimated earnings will be returned to you. After your estimated earnings form is returned from your military finance center, complete the personal information on an SF 2803, Application to Make Deposit or Redeposit (CSRS), or SF 3108, Application to Make Service Credit Payment (FERS), as applicable. These forms can be obtained from the OPM website at http://www.opm.gov/forms/index.htm, or the ABC-C website at https://www.abc.army.mil

Forward the SF 2803 or SF 3108 with the RI 20-97, and DD Forms 214 to ABC-C at Department of the Army, Office of the Assistant Secretary, Manpower and Reserve Affairs, Southwest Civilian Personnel Center, ATTN: ABC-C, 301 Marshall Avenue, Fort Riley, KS 66442-5004. To prevent delays in the processing of your application, do not forward your military deposit application to ABC-C without your estimated earnings from your military finance center. 

ABC-C will receive the package and, in coordination with the CPOC, complete the agency portion of the OPM Form 1514. Applications will be reviewed for accuracy and sent to DFAS. DFAS will normally send you a written response notifying you of your payment options within 4-6 weeks after they receive your packet from the ABC Center.

You must make arrangements with DFAS to pay the required deposit. Your payroll office may ask you to mail the request directly to your DFAS Regional Payroll Center. To obtain the address of your servicing DFAS Center, contact your payroll office or the DFAS Cleveland Customer Service, 800-346-3374.

Military Deposit Information

1. Interest Accrual.
    a. CSRS employees.   The Interest Accrual Date (IAD) is the end of the 3rd year  from the date of hire in a permanent civilian position or
10/01/86, whichever is later.  More information can be found in the OPM
Handbook, Chapter 23 on the OPM Internet site.
http://www.opm.gov/asd/htm/HOD.htm
     
    b. FERS employees.  The Interest Accrual Date (IAD) is the end of the 3rd year from the date of hire in a permanent civilian position or 01/01/90, whichever is later.  More information can be found in the OPM handbook, Chapter 23 on the OPM Internet site.
    
    c. Keep in mind that interest is accrued each year on the "Balance
Due" one day prior to your Interest Accrual Date (IAD), so the amount shown on your LES will only be accurate until your next interest computation if the balance has not been paid in full. Note: If you submit more than one period of service and different IADs apply, we will only process one at a time and only the deposit amount for that period of service will show on your LES.  Once that period is paid in full you are responsible for contacting the payroll office through your local Customer Service Representative (CSR) to inform the payroll office to process the next period of service. The total amount due
to date is shown in Block 20 on the Leave and Earning Statement.  The
interest adjustment is explained in the remarks portion once a year.
	
2. Documentation.  
When your military deposit is paid in full the LES will reflect that in
Block 20. At that time you should contact your Customer Service
Representative (CSR) who will initiate a Remedy Action Request (ARS) to the payroll office to request DCPS OPM 1514 that will show proof of payment of you military deposit.  Print two copies of OPM 1514 one for you, and one for your servicing Civilian Personnel Office (HRO) to be maintained in your Official Personnel File (OPF).

3. Three methods to make deposit. 
NOTE:  It takes approximately eight weeks from the day it clears your
bank to get any type of payment credited to your military deposit
account.  Until your payment is credited to your account - any interest
that is due will be posted and charged, therefore, plan accordingly.
The following are accepted forms of payment: personal, bank or cashiers check and money orders. Credit cards will not be accepted.

    a. Lump Sum Payment.  Please make check payable to DFAS CLEVELAND (The check MUST have "Catch-62 Military Deposit" and your "Social Security Number" written on it). It is recommended that you staple your check to a piece of plain letter-size paper for security reasons.  This address is the cashiers' cage and they must be able to identify your type of payment. Otherwise, it might be credited to the wrong appropriation code in another area.  Mail to:

                              DFAS CLEVELAND
                              PO BOX 998019
                              CLEVELAND, OH 44199-8019

    b. Partial Payments.  This is any amount you choose but must be a
minimum of $25.00. Follow the instructions in Paragraph A, directly above.  Partial payments can be made along with payroll deductions.	

    c. Payroll Deductions.  This is any amount you choose but must be a minimum of $25.00 per pay period.  A request for payroll deduction will not be processed without your signature. There must be a request in writing (no particular format) submitted to this office which includes the  following:  

1. Social Security Number 
2. Name 
3. How much per pay period
4. When to start 
     	5. Signature

Fax the deduction request to 866-401-5849, (317) 510-9795, 9796, 9797, and 9798 (DSN 699).

4. Point of Contact. Please contact your Customer Service
Representative (CSR) with questions concerning Military Deposits.   


Addresses of Military Finance Centers


	Army
	DFAS-Indianapolis Center
ATTN: DFAS-FJESR
8899 East 56th Street
Indianapolis, IN 46249-0875
Phone:  1-888-PAY ARMY
FAX:  (317) 510-7563

	Navy
	DFAS-Cleveland Center-FMAA
1240 East 9th Street
Cleveland, OH 44199-2055
Phone:  (216) 522-6545
FAX:  (216) 522-6924

	Air Force
	DFAS-DE-FJY
6760 East Irvington Place
Denver, CO 80279-3000
Phone:  (303) 676-7408
FAX:  (303) 676-4278

	Marine Corps
	DFAS-Kansas City Center/Code FCRAF
1500 E. 95th Street
Kansas City, MO 64197-0001
Phone:  (816) 962-7652
FAX:  (816) 926-3129

	Coast Guard
	Commanding Officer (SES)
Coast Guard Pay & Personnel Center
444 SE Quincy Street
Topeka, KS 66683-3591
Phone:  (785) 339-3554
FAX:  (785) 339-3784

	Public Health Service
	Public Health Service
Division of Commissioned Personnel
Compensation Branch
Parklawn Building, Room 4-50
5600 Fisher’s Lane
Rockville, MD 20857
Phone:  (310) 594-2963
FAX:  (310) 594-2711

	National Oceanic and Atmospheric Administration
	National Oceanic and Atmospheric Administration
Department of Commerce
Commissioned Personnel Office
11400 Rockville Pike, Room 105
Rockville, MD 20852



[bookmark: Probationary]Probationary or Trial Periods:
An employee must serve a probationary period (or trial period) during the first year of his/her initial permanent Federal appointment. This time period is used to determine the employee’s fitness for continued employment. An employee may be terminated during this time period if he/she fails to demonstrate fully the qualifications for continued employment. During this period, the supervisor will continually evaluate the employee’s performance and work behavior as well as character, conduct and attitude as it affects job performance.

[bookmark: SSN]Providing Your Social Security Number: Your Social Security Number (SSN) is requested under the authority of Executive Order 9397, which requires SSN be used for the purpose of uniform, orderly administration of personnel records. Your SSN is key in processing your records in the Defense Civilian Personnel Data System and for use in pay purposes. Providing this information is voluntary and failure to do so will have no effect on your employment status. However, if you do not provided your SSN, other agency sources may be used to obtain it.

[bookmark: Tourofduty]Tour of duty and Flexitour:    http://dpd19.redstone.army.mil:8454/union.htm

Some serviced activities offer Flexitour.  There are two schedules employees can choose from, the Alternate Work Schedule (AWS) or the Compressed Work Schedule (CWS).  Flexitour gives employees flexibility in the start and ending times of their chosen tour of duty.

The AWS system gives employees the opportunity to work an eight-hour workday/forty-hour workweek of which includes credit hours.  The Flexitour beginning hours are between 0630 and 0900 hours and the ending hours are between 1500 and 1800.  Lunch breaks may be taken in increments of 30 or 45 minutes (applicable to CWS system as well).

The CWS system allows employees to select a 5-4/9 or 4/10 work schedule. 

The CWS 5-4/9 work schedule consists of eight workdays of nine-hours per day, one workday of eight-hours, and one non-workday per pay period.  The non-workday can be any day in the pay period, however the supervisors can approve/disapprove requests to assure adequate staffing.  

The CWS 4/10 schedule consists of four ten-hour workdays (Monday-Thursday) and one non-workday (Friday) per week.  Starting times for the CWS 4/10 schedule are 0630, 0700, or 0730.  CWS 4/10 schedule ending time must be on later than 1800.  Only 1/3 of the employees in a work unit may participate in the CWS 4/10 work schedule.

Once a tour of duty and starting time is established by the employee and, if necessary, approved by their supervisor, that time will remain the employee’s work schedule until the employee requests a change in writing to the supervisor.  All requests must be submitted two weeks prior to the start of the pay period from, which the change is to begin.

The implementation of flexitime and the various tours of duty has resulted in increased productivity, decreased use of short-term leave and reduction of traffic.  For more information on the tours of duty and flexitime review your command’s policy.  If you will be a Redstone Arsenal employee you may visit http://dpd19.redstone.army.mil:8454/union.htm for more information.


Tardiness:

If you are unavoidably absent from duty or late for work for less than one hour, you may be excused for adequate reason.  Absences of one hour or more, however, must be charged to annual leave, sick leave, or leave without pay.  Habitual tardiness, even if it’s only five or ten minutes a day, can cost you annual leave and possibly your job.
 [image: MCj02155440000[1]]
[bookmark: Pay]Pay Information: 

Pay periods are two full weeks, beginning on Sunday and ending on Saturday (14 days). Civilian employees are paid approximately 10 days after the end of the pay period.  Sometimes the first paycheck may not be received for 4 to 
6 weeks after appointment.  After the first check, which will include back pay, you will receive one every two weeks. 

Army civilian employees within the Redstone Community are paid by the Defense Finance Accounting System (DFAS) located in Denver, Colorado.  Any questions regarding your individual paycheck, leave record or time keeping should be referred to your timekeeper, then to your DFAS Customer Service Representative.  

[bookmark: WIGIs]Within-Grade-Increases:  

A within-grade-increase (WGI) is an increase in an employee's rate of basic pay by advancement from one step of his/her grade to the next after meeting requirements for length of service and satisfactory performance. To be eligible for a WGI your work performance must be at an acceptable level of competence.

Personnel actions affecting WGIs are generated automatically in the Civilian Personnel Operations Center unless the supervisor has identified a performance problem with the employee, in which case it may be postponed or withheld. The following are the waiting periods for General Schedule and Federal Wage System employees. 

Waiting Period for General Schedule (GS) (full-time) with a prearranged regularly scheduled tour of duty: 

	For advancement to:

	Steps 2, 3 and 4
	52 calendar weeks

	Steps 5, 6 and 7
	104 calendar weeks

	Steps 8, 9 and 10
	156 calendar weeks




Waiting Period for Federal Wage System (WG/WS) (full-time) with a prearranged regularly scheduled tour of duty: 

	For advancement to:

	Step 2
	26 calendar weeks in step 1

	Steps 3
	78 calendar weeks in step 2

	Step 4 and 5
	104 calendar weeks in step3 and 4, respectively




[bookmark: MyPay]myPay: (formerly known as Employee/Member Self Service)is an innovative, automated system that puts you in control of processing certain discretionary pay data items without using paper forms.  You can also get your pay statements and tax forms using myPay. To set up your PIN, go to http://www.dod.mil/dfas/

and under Civilian Pay click on the link for myPay – Control you pay.

[bookmark: Annuallv]Annual Leave:
Annual leave is earned and credited on a biweekly basis at the rate of 4, 6, or 8 hours per pay period, depending on the total amount of creditable Federal service you have (including creditable Military service), as follows:

For Full-time Employees:
	YEARS OF SERVICE
	EARNED PER PAY PERIOD
	CALENDAR YEAR 

	LESS THAN 3	
	4 HOURS
	13 WORKDAYS

	3 BUT LESS THAN 15
	6 HOURS
	20 WORKDAYS

	15 & OVER
	8 HOURS
	26 WORKDAYS


(Note: Part-time employees earn annual leave on a prorated basis.)

Annual leave can be used in 15-minute increments and must be approved in advance by your supervisor on OPM Form 71.  Annual leave may be used for vacations, personal business, emergency leave, staying home with a sick family member (see Sick Leave below), etc.

There is a maximum limit to the number of annual leave hours an employee may accumulate and carry over from one year to the next.  Unless you are returning from overseas, your limit is 240 hours.

If you have hours of annual leave accumulated in excess of this limit and fail to use it before the end of the leave year (usually the first pay period in January); you will forfeit the excess hours unless an authorized exception is granted.

Military Retiree: Section 6303 of title 5, United States Code, restricts the amount of leave accrual credit military retirees receive for their active duty service. In most cases, credit for active duty uniformed service is limited to service in the armed forces during a war or in a campaign or expedition for which a campaign badge has been authorized. Service must have been in the Armed Forces (Army, Navy, Air Force, Marine Corps or Coast Guard). Service during a war is creditable regardless of where the person served or what duties were performed; please note, the last war for leave accrual credit purposes was World War II. Service in a campaign or expedition for which a badge has been authorized is creditable only for the actual service in or as a part of the campaign or expedition.

Service must be verified by the branch in which you served. We do not verify information on the dates or nature of service, type of discharge or nature of any retirement from the uniformed service. If your DD 214 does not show the exact dates of service in a campaign or expedition, please complete Standard Form (SF)813, Verification of a Military Retiree’s Service in Nonwartime Campaigns or Expeditions, to request this information from your branch. If this form was not included in your inprocessing packet, you may obtain a copy from the OPM website at http://www.opm.gov/forms 

For instructions for completing and submitting this form, please contact your servicing CPAC HR Specialist.

[bookmark: Sicklv]Sick Leave: 

For Full-time employees, Sick leave is earned at the rate of four hours per pay period or 13 workdays per year, regardless of the number of years of creditable service an employee has. Part-time employees earn one hour of sick leave for every twenty hours worked.

Sick leave may be used when the employee (a) receives medical, dental, or optical examinations or treatment; (b) is incapacitated due to physical or mental illness, injury, pregnancy, or childbirth; (c) provides care for a family member as a result of physical or mental illness; injury; pregnancy; childbirth; or medical, dental, or optical examination or treatment; (d) makes arrangements necessitated by the death of a family member or attending the funeral of a family member; (e) would, as determined by the health authorities having jurisdiction or by a health care provider, jeopardize the health of others by his or her presence on the job because of exposure to a communicable disease; or (f) must be absent from duty for purposes relating to the adoption of a child, including appointments with adoption agencies, social workers, and attorneys; court proceedings, required travel, and any other activities necessary to allow the adoption to proceed.

Sick leave can be used in 15-minute increments and must be approved by the employee’s supervisor.  Sick leave for medical appointments should be requested as far in advance as possible.  For unscheduled sick leave, the employee must personally (if at all possible) request sick leave from the supervisor.  (Some organizations may deviate from this policy.  You should confirm your organization’s policy with your supervisor.)  A written statement from your doctor may be required when any one period of absence exceeds three consecutive workdays.  A supervisor who suspects sick leave abuse may require a doctor’s statement for any charge to sick leave if the employee has been given written notice of the requirement.

[bookmark: FamLV][image: MCj01497460000[1]]Family and Medical Leave:
Under the Family and Medical Leave Act of 1993 (FMLA), most Federal employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes: 
· the birth of a son or daughter of the employee and the care of such son or daughter; 
· the placement of a son or daughter with the employee for adoption or foster care; 
· the care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 
· a serious health condition of the employee that makes the employee unable to perform the essential functions of his or her position. 

Under certain conditions, an employee may use the 12 weeks of FMLA leave intermittently. An employee may elect to substitute annual leave and/or sick leave, consistent with current laws and OPM regulations for using annual and sick leave, for any unpaid leave under the FMLA. An employee must provide notice of his/her intent to take family and medical leave not less than 30 days before leave is to begin; or in emergencies, as soon as is practicable. An agency may request medical certification for FMLA leave taken to care for an employee's spouse, son, daughter, or parent who has a serious health condition or for the serious health condition of the employee.

FMLA leave is in addition to other paid time off available to an employee. The amount of sick leave that may be used to care for a family member is limited. See Sick Leave to Care For a Family Member below. 

[bookmark: SLFM]Sick Leave To Care For A Family Member: 

Most Federal employees may use a total of up to 104 hours (13 workdays) of sick leave each leave year to: 
· provide care for a family member who is incapacitated as a result of physical or mental illness, injury, pregnancy, or childbirth; 
· provide care for a family member as a result of medical, dental, or optical examination or treatment; or 
· make arrangements necessitated by the death of a family member or attend the funeral of a family member. 

A covered full-time employee may use 40 hours (5 workdays) of sick leave each leave year for these purposes. An additional 64 hours (8 workdays) of sick leave may be used each year if the employee maintains a balance of at least 80 hours of sick leave in his or her account. Part-time employees and employees with uncommon tours of duty are also covered, and the amount of sick leave permitted for family care and bereavement is pro-rated in proportion to the average number of hours of work in the employee's scheduled tour of duty each week.

[bookmark: Emerglv]Emergency Absence:

You may be granted annual leave (if available to your credit) in case of an emergency.  If you do not have available annual leave, the absence may be charged to leave without pay.  You must notify your employer within the time specified in your Agency’s Leave policy.

[bookmark: Matlv]Maternity Leave:

Absence from duty may be authorized in maternity cases.  Such absence is chargeable to sick leave during the time that the employee is incapacitated for duty.  In addition to sick leave, annual leave and leave without pay may be granted to cover any additional period during which the employee is incapacitated for duty.

[bookmark: LWOP]Leave Without Pay:

Leave without pay is a temporary nonpay absence from duty granted at employee’s request and with management approval. Leave without pay is granted under certain conditions when it is expected that the employee will return to duty.  It may also be granted when your annual leave is exhausted and you must be absent, i.e. during a period of illness when your annual leave and sick leave are exhausted, or for educational or other purposes which are determined to be in the interest of the Government. Leave without pay may also be granted to an employee who is accompanying their spouse or relocating to another area and intend to seek continued Federal employment at the new location. More detailed information is available through your supervisor or from your servicing CPAC Human Resources Specialist.

[bookmark: Courtlv]Court Leave:

If you are serving under a Career, Career-Conditional, or other type of permanent or indefinite appointment and you are called to court as a witness for the Government, or to serve on a jury, there is no charge against annual leave or loss of compensation.  You are not, however, entitled to court fee.

[bookmark: Millv]Military leave:                                       http://www.opm.gov/oca/leave/html/MILITARY.ASP

Military Leave is time off at full pay for certain types of active or inactive duty in the National Guard or as a Reserve of the Armed Forces to include time to perform military funeral honors.  Employees whose appointment is not limited to 1 year are entitled to military leave.  Those employees that are part-time career employees or are on an uncommon tour of duty will receive prorated military leave.

In accordance with 5 United States Code (U.S.C.) 6323 (a), a civilian employee is entitled to 15 workdays of military leave for active duty, active duty training, and inactive duty training in a fiscal year.  Employees ordered by the President, the Secretary of Defense, or a State Governor are granted 22 workdays in a fiscal year for emergency duty in support of civil authorities in the protection of life and property or who perform full-time military service as a result of a call or order to active duty in support of a contingency operations, in accordance with 5 USC 6323 (b).

In order for military leave to be granted, the official military order calling the employee to active military duty is sufficient evidence for the initial authorization of military leave.  As soon as an employee receives official orders directing them to participate in a military activity, they should immediately provide a copy to their supervisor and apply for leave.  Upon return to civilian duty, each employee shall furnish official evidence of his or her performance of the military duty.  Official evidence is normally official orders ending the employee’s military duty.

For more information on military leave visit the website referenced above or visit your assigned Civilian Personnel Advisory Center (CPAC) Human Resource Specialist.

[bookmark: VLPT]Voluntary Leave Transfer Program:

An employee may donate annual leave directly to another Federal employee who has a personal or family medical emergency and who has exhausted his/her available paid leave.  Each agency must administer a voluntary leave transfer program for its employees.  There is no limit on the amount of donated annual leave a leave recipient may receive from the leave donor(s).  However, any unused donated leave must be returned to the leave donor(s) when the medical emergency ends.

A potential leave recipient’s employing agency must determine that a full-time employee’s absence from duty without available paid leave because of the medical emergency is (or is expected to be) at least 24 hours.  For part-time employees or employees on uncommon tours of duty, their period of absence without paid leave is prorated.  An employee may receive donated annual leave when he/she becomes an approved leave recipient. 

If an employee is unable to apply for entrance in the Voluntary Leave Transfer Program, a personal representative may apply.  A personal representative is defined as the employee’s spouse, doctor, neighbor, supervisor, fellow employee, Union Representative, etc.

NOTE:  ALL LEAVE MUST BE REQUESTED AND APPROVED USING OPM FORM 71 

[image: MCPE07300_0000[1]]
[bookmark: Safety]Safety – Responsibility – Injury: 

It is your responsibility to observe safe work habits.  Report unsafe working conditions to your supervisor immediately.  When an employee sustains a traumatic injury in the performance of duty, the employee should give a written report on form CA-1 to the supervisor as soon as possible, but no later than 30 days from the date of injury.  If the employee is incapacitated, someone may take this action on the employee’s behalf, including a family member, union official, representative, or agency official.  The form must contain the original signature of the person giving notice.  For more information concerning the Federal Employees Compensation Act contact your supervisor.


[bookmark: FECA]Workers’ Compensation:                                          https://intranet2.redstone.army.mil/wcw/

The Federal Employees’ Compensation Act, as amended, authorized workers’ compensation benefits for all Federal employees with job related injuries or diseases.  Before receiving workers’ compensation benefits, employees who suffer traumatic injuries continue to receive their salary for up to 45 days while their claims for compensation benefits are being processed.  Workers’ compensation benefits include payments for medical services required as a result of the injury or disease; assistance in obtaining employment and vocational rehabilitation; compensation for loss of wages; payments based on a schedule (for specific periods of time) for permanent physical impairments identified in the statutes; and payments to survivors of employees whose death was determined job related.

Report Every Injury to your supervisor.  Submit written notice of your injury on Form CA-1 if you sustained a traumatic injury, or Form CA-2 if the injury was an occupational disease or illness. Form CA-1 must be filed within 30 days of the date of injury to receive continuation of pay (COP) for a disabling traumatic injury.  COP may be terminated if medical evidence of the injury-related disability is not submitted to your employer within 10 calendar days.  YOU ARE RESPONSIBLE FOR ENSURING THAT SUCH MEDICAL EVIDENCE IS SUBMITTED TO YOUR EMPLOYING AGENCY.  Form CA-2 should also be filed within 30 days.  Any claim which is not submitted within 3 years will be barred by statutory time limitations unless the immediate superior had actual knowledge of the injury or death within 30 days of occurrence.   

[bookmark: Sevpay]Severance Pay:

Severance pay has traditionally been paid by employers to employees who are full-time or part-time employees who are serving on qualifying appointments and are terminated through no fault of their own, to recognize their service and as a measure of compensation for the loss of their jobs and disruption of their lives.  It is also provided to help in the transition to a new career.  Severance pay is based on the employee’s basic pay at the time of separation, the number of years of creditable Federal service, and the age of the employee (if over 40).  The total amount paid to an employee for severance pay is limited to 1 year’s salary.  This is a lifetime limitation).  

[bookmark: ABC]The Army Benefits Center (ABC-C):

The Army Benefits Center-Civilian (ABC-C) located at Fort Riley, Kansas, provides automated benefits support to Department of the Army appropriated fund employees through the Employee Benefit Information System (EBIS), the Interactive Voice Response System (IVRS), and trained counselors. 

ABC-C automated systems give you unlimited access to your benefits and entitlements. You can receive personal counseling, process transactions and obtain general information on retirement, life insurance, health benefits, survivor benefits, and the Thrift Savings Plan. ABC-C automated systems are available 21 hours a day (U.S. Central Time), seven days a week. Both systems are unavailable from midnight to 3:00 AM (Central Time) for systems maintenance and backup. Counselors are available from 6:00 AM to 8:00 PM U.S. Central Time, Monday through Friday to assist you with any issues regarding your benefits and entitlement. 

The website can be accessed immediately to obtain general information regarding your benefit and entitlement options.

· Approximately five days after you begin working, you will be able to access either system to make your initial benefits elections. 

· All benefits and entitlement elections must be made using the automated systems (except where otherwise stated).

Because you are in control of your benefits and entitlements, you are required to obtain and retain a copy of each transaction for your records. This can be done by printing the transaction screen on EBIS.

Verify your transactions within 48 hours of making them by revisiting the website or calling the toll-free telephone number. Make a note of the effective date of your transaction. Both the IVRS and EBIS will inform you of the effective date.

Review your LES covering the period in which the action is effective and verify the withholding(s). If this information is incorrect, call ABC-C and press "0" for a counselor (see phone number listed below under “Accessing IVRS”).

Accessing ABC-C website (EBIS):                             www.abc.army.mil

· When you log into the system the ABC-C home page will appear first. Select any of the icons shown at the top of the page to obtain information about these areas; e.g., select “Information” and then “1st Time Visitor”.

· To make your initial benefits selection, click on “Information”, then “New Employee” and “Benefit Change”. Click on “Continue” at the Warning Notice and the “Point of Entry Login” screen will appear.  

· Select “Set Password” under “New Users”. You will be instructed to input specific information about your appointment. If you do not know a certain required item, contact your Human Resources specialist before proceeding.

· Your SSN and PIN constitute your electronic signature and should be safeguarded. 

Accessing IVRS (Toll Free Telephone System):  

You can access this system by calling 1-877-276-9287; or Hearing impaired (TDD) customers will call 1-877-276-9833.                              

IVRS is designed with voice passages and prompts to guide you through the various transactions and/or information processes. 

· Listen carefully to the instructions in order to make appropriate selections.

· You will be prompted to input your Social Security number and PIN. Your initial PIN will be the 2-digit month and 2-digit year of your birth, e.g., if you were born in July 1955, your pin would be 0755. 

· Once in the system, change your PIN! Your SSN and PIN constitute your electronic signature and should be safeguarded.

If you receive an error message on the web system that states "Invalid Login" or an error message on the IVRS that states, "The SSN you are using is not in the database", you should contact the Southwest Civilian Personnel Operations Center Help Desk at (785) 239-2000 or DSN 856-2000. 

NOTE:  Your six digit PIN can be used to access both the IVRS and EBIS systems.

[bookmark: FEGLI]Federal Employee’s Group Life Insurance:  

Basic life insurance coverage is effective on the first day you enter in a pay and duty status unless you waive this coverage before the end of your first pay period. You may waive Basic coverage at any time; the waiver will be effective at the end of the last day of the pay period in which the Army Benefits Center receives it. 

You are automatically enrolled in Basic Life insurance, unless you waive coverage. 
· Information on the FEGLI program is available at the OPM Web site – www.opm.gov/insure/life
· The FEGLI Calculator on the FEGLI website allows you to determine the cost and benefits of various levels of optional insurance coverage. 
You have 31 days from the date of your appointment to elect Optional insurance.  Optional insurance for new employees is effective on the first day you are in a pay and duty status on or after the day the Army Benefits Center receives your affirmative election. You have 31 days from the date of your appointment to an eligible position in order to elect Optional insurance. If you do not make an election, you are considered to have waived optional insurance. 

To enroll in FEGLI or waive coverage, go to ABC-C web site at www.abc.army.mil  The Standard Form 2817, available on the ABC-C web site, is used to sign-up for or cancel FEGLI coverage. The form will be completed and submitted via the ABC-C web site.

[bookmark: FEHB]Federal Employees Health Benefits:  

As a new employee, you have 60 days in which to complete an election either to enroll in a plan or not to enroll. If you do not make an election, you are considered to have declined coverage. It is to your advantage to make this election soon in order to be covered in case of accident or illness. There is no retroactive coverage of your expenses prior to the effective date of your coverage, but the policy will begin coverage on the effective date, even for conditions occurring before that date. 
· For assistance in choosing a health plan, go to the OPM Web site at www.opm.gov/insure/life
· Detailed guidance is found in the Eligibility and Election and the Enrollment chapters of the FEHB Handbook on this web site.

Please note: Enrollment becomes effective on the first day of the first pay period that begins after the Army Benefits Center receives your enrollment request and that follows a pay period during any part of which you were in pay status. The earliest that your health insurance can become effective is the beginning of the pay period that begins after the pay period in which you are hired, and this only if ABC-C receives your election prior to the beginning of that pay period. You need to consider this before canceling any health plans that are in effect at the time that your Federal employment begins, and for scheduling doctor visits or tests.

When you elect your health benefits, you will automatically be enrolled in pre-tax treatment of your FEHB premium. If you are newly hired and want to waive pre-tax treatment, you must complete and fax the FEHB Premium Conversion Waiver/Election form to the ABC-C at the same time that you elect health benefits. The waiver form and additional information on FEHB Premium Conversion can be obtained on the ABC-C home page at http://www.abc.army.mil. 

If you fail to elect FEHB within the 60 days allotted you will have to wait until the next open season to make your election. 

Open season provides you with an annual opportunity to enroll in FEHB or to change your coverage. It will be annotated on your LES and advertised through your local CPAC. 

[image: MCj01395950000[1]]
[bookmark: TSP]Thrift Savings Plan for Federal Employees: 

The Thrift Savings Plan (TSP) is a tax deferred retirement savings and investment plan for Federal employees. TSP offers Federal civilian employees the same type of savings and tax benefits that many private corporations offer their employees under so-called "401(k)" plans. The retirement income that you receive from your TSP account will depend on how much you (and your agency, if you are a FERS employee) have contributed to your account during your working years and the earnings on those contributions. 

The contributions that you make to your TSP account are voluntary and are separate from your contributions to your FERS Basic Annuity. Federal income taxes are deferred on all contributions to your account. 

You may begin contributing to TSP when you are first hired by the Federal Government. If you are a FERS employee, your agency will contribute an amount equal to one percent of the basic pay you earn each pay period to your account. These matching contributions are a principal benefit of the TSP and are called Agency Automatic (1%) Contributions. To get these contributions, you do not need to be making employee contributions. 

***On June 22, 2009, President Obama signed H.R. 1256, the Family Smoking Prevention and Tobacco Control Act, into law.  H.R. 1256, eliminates the waiting period new employees covered by the Federal Employees' Retirement System (FERS) previously had to serve before they became eligible for agency contributions to their TSP accounts.  All new FERS employees hired on or after July 5, 2009 will become immediately eligible for TSP Agency Automatic (1%) Contributions and Agency Matching Contributions.  This will include those who are converted to FERS, or make an election of FERS coverage.  Additionally, those employees pending eligibility for agency contributions will begin to receive such effective 5 July 2009. ***    

Employee contributions to TSP will be limited only by the restrictions imposed by the Internal Revenue Service (IRS). The IRS limit is $15,500 in 2007. It is important to invest wisely and receive the maximum Agency matching contributions. For more information about maximum TSP contributions go to the TSP website and read the TSP Fact Sheet titled Annual Limits on Elective Deferrals. To determine the dollar amount you can contribute each pay period so your contributions are spaced out over all pay dates in the calendar year, use the Elective Deferral Calculator on the TSP website at www.tsp.gov
Contribution Limits
	Year
	TSP Limits
	IRS Limits

	
	FERS 
	CSRS
	Uniformed Services
	Regular Contributions*
	Catch-Up Contributions
	Total Contributions

	2007
	
	$15,500
	$5,000
	$20,500

	2008
	Limits eliminated in 2006
	$15,500
	$5,000
	$20,500

	2009
	
	$16,500
	$5,500
	$22,000

	*   For uniformed services participants, this includes incentive pay and special pay, including bonus pay.


 To enroll in TSP go to the ABC-C web site. Once your enrollment has been accepted, TSP will mail you a PIN to access your account on-line.  Use of this PIN will allow you to tell TSP how you want your funds allocated and to view/change your current/future allocations.  However, to elect or increase TSP contributions, you must go to the ABC-C web site.  
Public Law 108-469, signed into law on December 21, 2004, eliminated the Thrift Savings Plan open seasons and the restrictions on contribution elections which are tied to open seasons.  Employees are no longer limited to filing changes during specified TSP Open Seasons, but are able to file contribution elections at any time.  These elections will go into effect no later than the first full pay period after they are filed. 
In addition, the law does not affect contribution allocations or interfund transfers, which can be made at any time by using the TSP ThriftLine or by submitting an Investment Allocation form directly to TSP.

TSP Web site: http://www.tsp.gov
ABC-C Web site http://www.abc.army.mil	

[bookmark: Designations]Designations of Beneficiary:

If you die while you are a Federal employee, FEGLI payments will be made in a particular order set by law, as well as any unpaid salary and your Thrift Savings Plan funds. There may also be lump sum payments due from your retirement program. Standard rules for each program determine who is eligible to receive these payments. If you are satisfied with the order of payment under that program's rules, you do not have to take any action. But if you want these funds to go to someone else, you need to file a Designation of Beneficiary for that program. 

If you decide to file a designation, be sure it remains accurate and reflects your intentions.  It is not necessary to designate a beneficiary unless you wish payment to be made in a way other than the order of precedence.  If you don’t have a designation on file, benefits will be paid by the order of precedence below.  

First, to your widow or widower;

Second, if none of the above, to your child or children, with the share of any deceased child distributed among descendants of that child; 

Third, if none of the above, to your parents in equal shares or the entire amount to your surviving parent;

Fourth, if none of the above, to the executor or administrator of your estate;

Fifth, if none of the above, to your next of kin as determined under the laws of the State where you live at the time of your death;

To designate a beneficiary, the following forms are required:

    SF-1152: Designation of Beneficiary, Unpaid Compensation of Deceased Civilian Employee.  This form is used solely for the disposition of employee’s final pay and lump sum annual leave payment.  This form should be completed in duplicate and forwarded to your servicing Civilian Personnel Advisory Center (CPAC) for receipt and to be placed in your Official Personnel Folder (OPF). 

    SF-2823: Designation of Beneficiary, Federal Employees Group Life Insurance Program (FEGLI).  This form is used solely for the disposition of proceeds of insurance under the Federal Employees’ Group Life Insurance Program.  This form should be completed in duplicate and forwarded to your CPAC for receipt and to be placed in your OPF. 

    TSP-3: Designation of Beneficiary, Thrift Savings Plan (TSP).  This form applies to the disposition of your TSP account.  Employees are responsible for mailing the original form to the Thrift Savings Plan Service Office, 
P.O. Box 385021, Birmingham, AL 35238.  Your semiannual participant statement will show the date of your most recent designation.

    SF-2808: Designation of Beneficiary, Civilian Service Retirement System, (CSRS). This form is used to designate lump-sum retirement fund contributions.  This form will not affect the right of any person who is eligible for survivor annuity benefits. Employees are responsible for completing the form in duplicate and mailing it to the U.S. Office of Personnel Management (OPM), Retirement Operations Center, P.O. Box 45, Boyers, PA 16017-0045. To verify OPM has a current designation of beneficiary form on file, write to the address above or call 1-888-767-6738.

    SF-3102: Designation of Beneficiary, Federal Employees Retirement System (FERS).  This form is used to designate lump-sum retirement contributions.  This form will not affect the right of any person who is eligible for survivor annuity benefits. This form should be completed in duplicate and forwarded to your CPAC for receipt and to be placed in your OPF.

It is critical that Designation of Beneficiary forms are kept current.  You should review your designation annually, and file a new designation as needed.  Beneficiary forms for retirement (CSRS & FERS), life insurance, and unpaid compensation can be accessed electronically at the Office of Personnel Management’s web site at http://www.opm.gov/forms, and at http://www.tsp/gov for Thrift Savings.  Each form includes detailed instructions for its completion and whom you can designate as your beneficiary.  Assistance on obtaining or filing any of these designations of beneficiary forms should be directed to your servicing Human Resources Specialist in the Civilian Personnel Advisory Center.

[bookmark: FEDVIP]Federal Employees Dental and Vision Insurance Program (FEDVIP):

The Federal Employees Dental and Vision Insurance Program (FEDVIP) is a new program separate and different from the Federal Employee Health Benefits Program. Employees must be eligible for the FEHB Program in order to be eligible to enroll in FEDVIP. You do not have to actually be enrolled in FEHB - eligibility is the key - eligible individuals can enroll in a dental plan and/or a vision plan without being enrolled in FEHB. You may enroll in a plan for self-only, self plus one, or self and family coverage. Eligible family members include an enrollee's spouse and unmarried dependent children under the age of 22, or if age 22 or older, incapable of self-support. The rules for family members' eligibility are the same as they are for the FEHB Program.

Dental and vision plans will provide a comprehensive range of services and premiums will vary by plan and by enrollment type. There is no government contribution to the premiums which will be paid by payroll deductions on a pre-tax basis. New employees have 60 days from the date of their appointment to elect to enroll in a dental and/or vision plan. If you fail to elect a plan within the 60 days allotted you will have to wait until the next open season to make your election For information on plans, visit the FEDVIP website at: www.opm.gov/insure/dentalvision


[bookmark: FLTCIP][bookmark: OLE_LINK1][bookmark: OLE_LINK2]Federal Long Term Care Insurance Program (FLTCIP):

If you're newly employed in a position that conveys eligibility for FEHB coverage, you can apply for long term care insurance, even if you do not enroll in the FEHB Program. Check with your human resources office if you are unsure about your eligibility.  

If you apply for long term care insurance coverage within 60 days of being hired, you only have to answer a few questions about your health using the abbreviated underwriting application. You can still apply for the insurance after those 60 days, but then you would have to use the full underwriting application which contains more questions about your health. Not everyone who applies will be approved for the insurance coverage. 
· You can read more about the FLTCIP at http://www.opm.gov/insure/ltc/
· You can find out how much the insurance will cost by using the FLTCIP Premium Calculator at that web site. 
You can read our Frequently Asked Questions about the FLTCIP at www.opm.gov/insure/ltc/faq/index.asp

Additional information on this program can be found at the FLTCIP website at http://www.ltcfeds.com/

Under “Resources” on this website, you can locate application forms, an information kit and brochure as well as a Premium calculator.

Notice to Federal employees participating in FLTCIP who are transferring/reassigning to Redstone: If you currently participate in FLTCIP, it is your responsibility to notify the LTC administrator of your transfer to this agency. Your payroll deductions will not automatically transfer to your new payroll office. To continue payroll deduction of your premiums, you must contact LTC Partners as soon as you report to Redstone. LTC Partners will work with your new agency location to set up payroll deductions there. 

Depending on when you contact LTC Partners with information on your transfer, they may not be able to get your payroll deduction changed over in time for your first paycheck at the new location. This is because of the timing of payroll information that goes back and forth between LTC Partners and the agencies. If that's the case, you will automatically receive a direct bill from LTC Partners for the premiums due that were not collected through payroll deduction. Payroll deductions are not adjusted to "catch up" uncollected premiums, so it's important for you to pay the direct bill(s) promptly when you receive them to keep your FLTCIP coverage current. 
To report your transfer, please call the Customer Service Center at LTC Partners at 1-800-LTC-FEDS (1-800-582-3337, option #3) (TTY 1-800-843-3557).

[bookmark: FedFlex]Flexible Spending Accounts (FSA): 

Flexible Spending Accounts enables eligible employees to pay for certain health and dependent care expenses with pre-tax dollars. Flexible Spending Accounts offer employees the opportunity to annually set money aside for eligible expenses before agency payroll deducts taxes from your paycheck.  This means the amount of income that your taxes are based on will be lower, so your tax liability will also be lower.  
Two FSAs are being offered to eligible employees: 
· A Health Care FSA (HCFSA), through which employees may use pre-tax allotments to pay for certain health care expenses that are not reimbursed by FEHB or any other source and not claimed on the participant's income tax return. The maximum amount an employee may set aside in any tax year is $3,000 and the minimum is $250. 
· A Dependent Care FSA (DCFSA), through which employees may use pre-tax allotments to pay for eligible dependent care expenses. The maximum amount an employee may set aside in any tax year is $5,000 ($2,500 if the employee is married and filing a separate income tax return) and the minimum amount is $250. 

You may choose to make a voluntary allotment from your salary to your FSAFEDS account(s); you will not pay employment or income taxes on your allotments and your employing agency also avoids paying employment taxes. Participation is voluntary and you will identify an annual amount of salary to be contributed to your FSA. 

OPM selected SHPS, Inc. as the third party administrator for the Federal FSA Program. SHPS will translate the annual elected amounts into pay date allotments and request that your payroll office deduct them and remit them for deposit into your FSA account(s). You can draw upon your FSA account(s) for reimbursement as you incur eligible expenses. 
If you are a new employee eligible for FSAFEDS you will have 60 days or until October 1 of any Plan Year to make an election to participate in either the HCFSA or DCFSA. These elections will be binding throughout the Plan Year unless you experience a qualified status change (i.e., change in marital status, birth of dependent, adoption, etc.). If you are hired on or after October 1 you are ineligible to participate in that Plan Year, but can elect an FSA during the FEHB open season held each fall for the following Plan Year. 
FSA elections are completely voluntary. FSAs are not carried over from one Plan Year to the next, so each fall during the annual open season, employees must make a new election for the upcoming Plan Year. 
Additional information on FSAs, as well as decision support tools to assist you in deciding how much to contribute is available at https://www.fsafeds.com/fsafeds   
Notice to Federal employees participating in FSA who are transferring or reassigning to Redstone: If you currently participate in FSA, it is your responsibility to notify FSA of your transfer to this agency. Your payroll deductions will not automatically transfer to your new payroll office. To continue payroll deductions, you must contact FSA as soon as you report to Redstone. You may contact FSA at:  1-877-FSAFEDS (372-3337) or via E-mail: fsafeds@shps.net

[bookmark: Holidays][image: MCj01832180000[1]]Holidays: 

Full time employees who have appointments of more than 90 days, or who have been employed on one or more continuous appointments, the total of which exceeds 90 days, are entitled to be excused from duty and paid for official U.S. holidays.  If such employees are ordered to perform work on a holiday, they are entitled to be paid holiday pay (double time) for the time worked. The following are legal public holidays: 

New Year’s Day, January 1	
Martin Luther King’s Birthday, 3rd Monday in January
Washington's Birthday, 3rd Monday in February
Memorial Day, last Monday in May    	
Independence Day, July 4
Labor Day, 1st Monday in September        
Columbus Day, 2nd Monday in October
Veterans Day, November 11
Thanksgiving Day, 4th Thursday in November                           
Christmas Day, December 25

[bookmark: Performance]Performance Evaluation

A performance plan (known as either a Counseling Checklist in the Base System or a Support Form in the Senior System) consisting of elements/objectives (what you are supposed to do) and standards (how well you are supposed to perform to be at a fully successful level) should be presented to you for review and signature within 30 calendar days of reporting to your job.  This plan will indicate the standards against which you will be rated during your performance evaluation.  Your supervisor will also recertify your plan with you on an annual basis within 30 days of the beginning of each new rating period.

Annual Rating - You must have the opportunity to work under your performance plan for 120 days before receiving a rating.  Your first rating cycle may be less or more than one year in order to fit you into the cycle with the rest of your organization.  An early annual appraisal should be prepared for you if either you or your supervisor departs with 120 days or less left in the rating period.  

Mid-point Progress Review - Your supervisor is required to hold a mid-point progress review with you to discuss your performance.  This review is held at the mid-point of your designated rating period.


[bookmark: Ethics]Code Of Ethics For Government Service:

A. Put loyalty to the highest moral principle and to country above 
loyalty to persons, party, or Government department.

B. Uphold the Constitution, laws, and legal regulations of the United 
States and of all governments therein and never be a party to their evasion.

C. Give a full day’s labor for a full day’s pay; giving the 
performance of your duties your earnest effort and best thought.

D. Seek to find and employ more efficient and economical ways of 
getting tasks accomplished.

E. Never discriminate unfairly by the dispensing of special favors or 
privileges to anyone, whether for remuneration or not; and never accept for yourself or your family favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of your government duties.

F. Make no private promises of any kind binding upon the duties of 
office, since a government employee has no private word which can be binding on public duty.

G. Engage in no business with the government, either directly or 
indirectly, which is inconsistent with the conscientious performance of governmental duties as a means for making private profit.

H. Never use any information coming to you confidentially in the 
performance of governmental duties as a means for making private profit.

I. Expose corruption wherever discovered.

J. Uphold these principles, ever conscious, that public office is a 
public trust.


[bookmark: TALX]Employment Verification System (TALX)       http://www.theworknumber.com

The Department of the Army has developed a universal employment and salary verification system called “The Work Number for Everyone”.  You, the employee, may have your employment and salary verified within a matter of minutes using this system.  It can be used for such verifications as mortgage applications, reference checks, loan applications, and apartment lease applications.  The system is operational 24 hours per day, 7 days per week.  All employment verifications must be done using the TALX System.  This system is mandatory for all Army employees.  The HR community or supervisors will not provide employment or salary verification information to any outside parties on any employee.

The TALX System allows employees the capability to provide the necessary access directly to the lending institutions as shown below:

When you use it . . . Anytime you need to have your employment or salary verified, such as when you apply for an apartment lease, car loans, mortgage, and other major loans.

Who receives the information . . . Any organization (your bank, loan or credit institution, a background checking company, or even a prospective employer) that YOU authorize can obtain this information by calling the “The Work Number for Everyone” or visiting http://www.theworknumber.com once you give them a salary key.

Getting a salary key . . . Dial 1-800-EMP-AUTH (1-800-367-2884) or go to http://www.theworknumber.com.  You can obtain up to three Salary Keys.  If unused, they will expire after six months.  When prompted enter:  Department of Defense Code: 10365, Your Social Security Number, and your 4-digit Pin: Month and Year of Birth (MMYY format, for example March 27, 1960 you would enter 0360).  Then change your PIN to any 4-8-digit number.  Receive your salary key.  If using the telephone have a pen and paper handy so you can write down the salary key (the 6-digit number) that will be voiced to you.  If using the Internet, the salary key will be shown to you.  Simply give this number to the organization requesting employment or salary verification.
[bookmark: Websites]
[bookmark: RNO]Ethnicity and Race Identification:  Ethnicity and race information is requested under the authority of 42 U.S.C. Section 2000e-16 and in compliance with the Office of Personnel Management (OPM) and Budget’s 1997 Revisions to the Standards for the Classification of Federal Data on Race and Ethnicity. Providing this information is voluntary and has no impact on your employment status, but in the instance of missing information, your CPAC Human Resources Specialist will attempt to identify your race and ethnicity by visual observation.

This information is used as necessary to plan for equal employment opportunity throughout the Federal government. It is also used by OPM or the  employing agency maintaining the records to locate individuals for personnel research or survey response and in the production of summary descriptive statistics and analytical studies in support of the function for which the records are collected and maintained, or for related workforce studies.

For Your Information: Internet Websites:

· Army Benefits Center-Civilian  https://www.abc.army.mil
· Civilian Personnel OnLine (CPOL)  http://www.cpol.army.mil	
· Leave and Earnings Statement http://mypay.dfas.mil/mypay.asp
· Thrift Savings Plan (TSP) homepage  http://www.tsp.gov/  
· Health Insurance  http://www.opm.gov/insure/health/index.html 
· Life Insurance  http://www.opm.gov/insure/life/index.htm 
· Salary Tables  http://www.opm.gov/oca/payrates/index.asp
· Retirement Programs (CSRS & FERS)  http://www.opm.gov/retire/index.htm 
· Electronic Forms http://www.opm.gov/forms/index.htm 
· Long Term Care Insurance Program  http://www.ltcfeds.com
· Federal Flexible Benefits Plans https://www.fsafeds.com/fsafeds
· Union Agreements  https://cpac.redstone.army.mil/union.htm
· CPAC Injury Compensation homepage  https://intranet2.redstone.army.mil/wcw/	
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[bookmark: Welcome]


 (
Printed on               Recycled Paper
)Civilian Personnel Advisory Center


Dear New Employee,

     Congratulations on your employment and welcome to the Redstone Arsenal Community. Whether you are new to Federal Government or a veteran, we hope you will find your employment through the Redstone Civilian Personnel Advisory Center an informative and caring process. We are here to assist you in all of your personnel needs.

     One purpose of the Civilian Personnel Advisory Center website is to provide you a quick reference to the abundance of information so often needed by new employees. Although we strive to cover the questions you may have, this handbook is not to be used as your single source of information. Wherever possible, we have included hyperlinks in order to provide you with the most current policies, regulations, and information. As a new employee you should also contact your organization regarding unique organizational guidelines.

     I hope you will find this website helpful. If you have any questions regarding your new employment, feel free to contact your Human Resources Specialist using the contact information provided to you. Again, congratulations and welcome to the Redstone Arsenal Community.

					Sincerely,




					VANESSA K. MIDGETT
					Director, Redstone Civilian Personnel Advisory
					   Center
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